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CLASS SERIES DESCRIPTION
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MEDICAL RECORDSTECHNICIAN

G3D1TX TO G3D3XX

DESCRIPTION OF OCCUPATIONAL WORK

This class series uses three levels in the Adminidrative Services and Related Occupational Group and
describes work in the maintenance of medica records. Work involves trandating narrative descriptions
of treetment into unifoom numericd desgnaions, assambling chats and checking them  for
completeness, and releasing of medicd records information. Maintenance of records includes storage,
retrievd, timely dedruction, and security. It is the trandaion of treatment narratives into uniform
numerical designaions and release of medicd information processes that separate this class from other
office support classes.

INDEX: Medica Records Technician | begins on this page, Medica Records Technician 1l begins on
page 3, and Medica Records Technician 111 begins on page 5.

MEDICAL RECORDSTECHNICIAN | G3D1TX

CONCEPT OF CLASS

This class describes the firg levd of the medicd records technician. Work in this class includes
assembling chats and census counts, reviewing records for completeness, conformance to legd
requirements, and/or digibility for a regidry; notifying the originator of any deficdendes dassfying
diagnoses and procedures according to the uniform coding system; computing numbers for reports;, and,
determining the validity of authorizations for release of medica information. Postions in this dass dso
perform related support work, such as aranging trave for dinicians or dients, scheduling examinations,
filling out billing paperwork, medicd transcription, and data entry.

FACTORS

Allocation must be based on meeting all of the four factors as described below.
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Decision Making -- The decisons regularly made are a the defined leved, as described here.  Within
limits prescribed by the operation, choices involve sdecting dternatives that affect the manner and
gpeed with which tasks are carried out. These choices do not affect the standards or results of the
operation itsdf because there is typicaly only one correct way to carry out the operation. For example,
within the agency's dassfication sysem, mantenance procedures, and qudity Standards, postions in
this class review the record for completeness and the proper sequence of documents, assign and
sequence the proper classfications, and correct errors in compiled data or classfications. These
dterndive include independent choice of such things as priority and persona preference for organizing
and processing the work, proper tools or equipment, speed, and appropriate steps in the operation to
agoply. For example, pogtions in this class determine the priority of tasks and may develop tracking
systems. By rature, the data needed to make decisions can be numerous but are clear and understand-
able s0 logic is needed to apply the prescribed dternative. For example, a postion uses logic in
determining the mogt efficient method to gather data from another agency based on location, size, and
previous cooperation on requests. Podtions can be taught what to do to carry out assgnments and any
devidion in the manner in which the work is performed does not change the end result of the operation.
In this cdlass regardless of the persond methods used to complete tasks, the end result remains the
maintenance of accurate records and data and the timely processing of work and requests.

Complexity -- The naure of, and need for, andyss and judgment is prescribed, as defined here.
Pogtions gpply edtablished, standard guiddines which cover work dStuations and dterndives.  Action
taken is based on learned, specific guideines that permit little deviation or change as the tak is
repested. Pogtions in this class follow uniform coding sysem manuds, indructions, established forms,
the established standards and sequence of documents, policy and regulations on the release of medicd
information, billing rates, and software manuds and procedures. Any dternatives to choose from are
clearly right or wrong a each step. For example, if procedure is not followed in entering data, an error
results. The sequence of documentsin the file is either correct or incorrect.

OR

The nature of, and need for, anayss and judgment is paterned, as defined here. Pogtions study
information on narratives, notes, lab reports, and file summaries to determine what it means and how it
fits together in order to get practica solutions in the form of proper classfications. Guiddines in the
form of uniform coding sysems and manuds, regisry or project policy and procedure, qudity stant
dards, and policy and regulations on rdease of information exit for most gtuations.  Judgment is
needed in locating and sdlecting the most appropriate of these guiddines which may change for varying
circumgtances as the task is repeated. For example, positions may choose from severd proper classfica
tions depending on the type of registry or may need to amend classifications for the agency's type of
client. This sdection and interpretation of guiddines involves choosng from dternatives where dl are
correct but one is better than another depending on the given circumstances of the Stuation. For
example, podtions in this class determine the vdidity of requests for redease of medica information,
including which authorizations ae necessay and if additiond information is needed, which varies
depending on the requestor and the type of requests, and the nature of the information requested.

Purpose of Contact -- Regular work contacts with others outsde the supervisory chain, regardiess of
the method of communication, are for the purpose of ether of the following:
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Exchanging or collecting information with contacts.  This involves giving learned information thet is
reedily underdandable by the recipient or collecting factud information in order to solve factud
problems, errors, or complaints. For example, podtions in this class claify data with clinicians or
explan deficencies to daff in other work units, explain methods for record keeping and reporting data,
explain procedure and legd requirements for the release of medica information.

Advising, counsdling, or guiding the direction taken to resolve complaints or problems and influence or
correct actions and behaviors. For example, postions train outsde hospital agencies participating in a
registry or project in proper data collection techniques in order to gain cooperation of the agency or
resolve problems and errorsin reported data

Lineg/Staff Authority -- The direct fied of influence the work of a postion has on the organization is as
an individua contributor. The individud contributor may explain work processes and train others. The
individua contributor may serve as a resource or guide by advisng others on how to use processes
within a sysem or as a member of a collaboraive problemsolving teem. This levd may indude
postions performing supervisory eements that do not fully meet the criteria for the next levd in this
factor.

MEDICAL RECORDSTECHNICIAN Il G3D2XX

CONCEPT OF CLASS

This class describes the second leve of the medical records technician. In addition to the duties and
responsibilities in the Medicd Records Technician | class, postions in this dass assg in mantaining
the qudity of an agency's medica records classfication sysem and relesse of medicd information.
Work includes determining operating procedures, developing data collection forms, and monitoring the
quaity of the agency's treatment records. The factors in this class differ from those in the Medicd
Records Technician | dass on Decision Making and possibly Complexity.

FACTORS
Allocation must be based on meeting all of the four factors as described below.

Decision Making -- The decisons regularly made are at the operationd level, as described here. Within
limits set by the specific process, choices involve deciding what operation is required to cary out the
process. This includes determining how the operation will be completed. For example, within the
medical records process, pogtions in this class develop procedures and forms for the consstent
maintenance and security of records, monitoring quality through periodic internd reviews of a sample of
records, and the timely collection of data By nature, data needed to make decisons are numerous and
variable so reasoning is needed to develop the practica course of action within the established process.

Choices are within a range of specified, acceptable standards, aternatives, and technica practices. For
example, within standards, uniform coding systems, and policies and processes, podtions in this class
are respongble for the practica aspects of treatment records classfication, storage, retrieval and relesse,
tracking, and security in afadility.
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Complexity -- The nature of, and need for, anayss and judgment is patterned, as described here.
Pogitions study information on naratives, notes, lab reports, and file summaries to determine what it
means and how it fits together in order to get practicd solutions in the form of proper classfications.
Guiddines in the form of uniform coding systems and manuals, registry or project policy and procedure,
quaity dandards, and policy and regulations on rdease of informaion exigs for most gStuations.
Judgment is needed in locating and selecting the most appropriate of these guiddines which may change
for varying circumstances as the task is repeated. For example, usng legd, ethica, accreditation, and
agency records requirements, postions determine if a chat is complete in dtuations where there are
variances in the data.  As another example, postions may amend the classfications for the agency's type
of dient. This sdection and interpretation of guideines involves choosng from dternaives where dl
are correct but one is better than another depending on the given circumstances of the Stuation. For
example, pogtions in this class determine the validity of requests for release of medicd informetion,
induding which authorizations are necessty and if additiond information is needed, which varies
depending on the requestor and the type of requests, and the nature of the information requested.

Purpose of Contact -- Regular work contacts with others outside the supervisory chain, regardiess of
the method of communication, are for the purpose of ether of the following:

Exchanging or collecting information with contects.  This involves giving learned information that is
readily understandable by the recipient or collecting factud information in order to solve factud
problems, errors, or complants. For example, pogtions in this class daify daa with dinicians or
explan deficiencies to daff in other work units, explain methods for record keeping and reporting data,
explain procedure and legd requirements for the rlease of medicd information.

Advisng, counsding, or guiding the direction taken to resolve complaints or problems and influence or
correct actions and behaviors. For example, postions train outsde hospital agencies participating in a
registry or project in proper data collection techniques in order to gain cooperation of the agency or
resolve problems and errors in reported data.

LingStaff Authority -- The direct fidd of influence the work of a podtion has on the organization is as
an individua contributor. The individud contributor may explain work processes and train others. The
individua contributor may serve as a resource or guide by advising others on how to use processes
within a sysem or as a member of a collaborative problemsolving teeam. This levd may indude
postions performing supervisory dements that do not fully meet the criteria for the next levd in this
factor.

MEDICAL RECORDSTECHNICIAN |11 G3D3XX

CONCEPT OF CLASS

This class describes the work leader or unit supervisor. In addition to the duties and respongbilities of a
medica records technician, pogtions in this class oversee the work product of other podgtions. The
factorsin this class differ from thosein the Medicd Records Technician 11 class on Line/Staff Authority.
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FACTORS
Allocation must be based on meeting all of the four factors as described below.

Decision Making -- The decisons regularly made are at the operationa level, as described here. Within
limits set by the specific process, choices involve deciding what operation is required to cary out the
process. This includes determining how the operation will be completed. For example, postions in this
class are respongble for the dally work flow of the agency's medicad records unit, including developing
procedures and forms for the consstent maintenance and security of records, monitoring of qudity
through periodic interna reviews of a sample of records, and the timely collection of data By nature,
data needed to make decisons are numerous and variable so reasoning is needed to develop the practica
course of action within the edtablished process. Choices are within a range of gpecified, acceptable
dandards, dternatives, and technicad practices. For example, within standards, uniform coding systems,
and policies and processes, podtions in this class are responsible for the practicd aspects of records
classfication, storage, retrieval and release, tracking, and security in afacility.

Complexity -- The nature of, and need for, anayss and judgment is patterned, as described here.
Podtions sudy information on work flow activities, agency policies, medica records standards to
determine what it means and how it fits together in order to get practical solutions in the form of records
procedures for operating a medica records unit or registry. Guiddines in the form of uniform coding
sysdems and standards, registry or project policy and procedure, qudity standards, and policy and
regulations on release of information exis for mogt gdtuations.  Judgment is needed in locatiing and
sdecting the most appropriate of these guiddines which may change for varying circumstances as the
task is repeated. For example, usng legd, ethica, accreditation, and agency records requirements,
positions may need to amend the classfications for the agency's type of client. This sdection and
interpretation of guiddines involves choosng from dternatives where dl are correct but one is better
than another depending on the given circumstances of the Stuation. For example, podtions in this dass
determine the vdidity of requests for rdease of medicd information, including which authorizations are
necessary and if additiona information is needed, which varies depending on the requestor and the type
of requedts, and the nature of the information requested.

Purpose of Contact -- Regular work contacts with others outside the supervisory chain, regardiess of
the method of communication, are for the purpose of ether of the following:

Exchanging or collecting informetion with contacts ~ This involves giving learned information that is
readily understandable by the recipient or collecting factud informaion in order to solve factud
problems, errors, or complaints. For example, pogtions in this class daify daa with dinicians or
explain deficiencies to gtaff in other work units, explan methods for record keeping and reporting data,
explain procedure and legd requirements for the release of medica information.

Advisng, counsding, or guiding the direction taken to resolve complaints or problems and influence or
correct actions and behaviors. For example, postions train outsde hospitd agencies participating in a
regisry or project in proper data collection techniques in order to gain cooperation of the agency or
resolve problems and errorsin reported data.
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LingStaff Authority -- The direct fidd of influence the work of a postion has on the organization is as
a work leader. The work leader is partidly accountable for the work product of two or more full-time
equivaent postions, including timeiness, correctness, and soundness. At least one of the subordinate
positions must be in the same series or a a comparable conceptud levd. Typicd dements of direct
control over other postions by a work leader include assgning tasks, monitoring progress and work
flow, checking the product, scheduling work, and edablishing work standards. The work |eader
provides input into supervisory decisons made a higher levds, incduding sgning leave requests and
approving work hours.

OR

The direct fidd of influence the work of a postion has on the organizaion is as a unit supervisor. The
unit supervisor is accountable, including signature authority, for actions and decisons that directly
impact the pay, status, and tenure of three or more full-time equivdent postions. At least one of the
subordinate positions must be in the same series or a a comparable conceptud level. The dements of
forma supervison must include providing documentation to support recommended corrective and
disciplinay actions, dgning peformance plans and gpprasds, and resolving informd  grievances.
Positions start the hiring process, interview gpplicants, and recommend hire, promotion, or transfer.

ENTRANCE REQUIREMENTS

Minimum entry requirements and general competencies for classes in this series are contained in the
State of Colorado Department of Personnel web site.

For purposes of the Americans with Disabilities Act, the essentid functions of specific podtions are
identified in the position description questionnaires and job analyses.

CLASS SERIESHISTORY

Effective 6/1/94 (KKF). Change in the Line/Staff Authority factor for the Medicd Records Technician
[11. Published proposed 5/16/94.

Effective 9/1/93 (KKF). Job Evaluation System Revision project. Published as proposed 4/9/93.
Revised 7/1/83. Revised minimum requirements.
Revised 7/1/78. Revised minimum requirements for Medical Records Technician | and 11 (5718-19).

Created 1/1/75.
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SUMMARY OF FACTOR RATINGS

Class L evel

Decision Making

Complexity

Purpose of Contact

Line/Staff Authority

Medical Records Technician | Defined Prescribed or Patt- Exchange or Advise Indiv. Contributor
erned

Medical Records Technician 1 Operational Patterned Exchange or Advise Indiv. Contributor

Medical Records Technician Il Operational Patterned Exchange or Advise Work Leader or Unit

Supervisor

ISSUING AUTHORITY: Colorado Department of Personnel/General Support Services




